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CURRICULUM OVERVIEWCURRICULUM OVERVIEW

The units that make up the 
SEM-BPS Training curriculum 
are shown at right.  

Agency users who require only 
the ability to run BW reports 
will take the Overview and 
Annual BW Reporting.

• OVERVIEW

• ANNUAL COST CENTER

• ANNUAL POSITION

• ANNUAL VALIDATION

• ANNUAL BW REPORTING
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SIGNING  ON TO BWSIGNING  ON TO BW

1.  Double click on 1.  Double click on SAPlogon
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SIGNING  ON TO BWSIGNING  ON TO BW

3.  Click Logon

2.  Select BWP[SEMPRD]
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SIGNING  ON TO BWSIGNING  ON TO BW

4.  Client:4.  Client: 700700
5.  User:5.  User: (your user id)(your user id)
6.  Password:6.  Password: (your password)(your password)
7.  Language:7.  Language: (default (default -- leave blank)leave blank)

8.  Press (enter) or click on the green check mark8.  Press (enter) or click on the green check mark
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SIGNING  ON TO BWSIGNING  ON TO BW

You are now ready to start using the system.You are now ready to start using the system.



DFA – Office of Budget
Carla Wooley, January 2003 10

Strategic Enterprise Management-
Business Planning and Simulation

BW REPORTING - ANNUAL
AASIS Training Guide

SIGNING  ON TO BWSIGNING  ON TO BW

Access the Business Information Warehouse:Access the Business Information Warehouse:
Expand Business Information Warehouse (       ) Expand Business Information Warehouse (       ) 
Expand Business Explorer (       )Expand Business Explorer (       )
Double click on UG_SEM_BEX Double click on UG_SEM_BEX –– Business Business 
Explorer AnalyzerExplorer Analyzer
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SIGNING  ON TO BWSIGNING  ON TO BW

Microsoft Excel workbook will open. The  Microsoft Excel workbook will open. The  
SAP Business Explorer toolbar will SAP Business Explorer toolbar will 

appear on the screen. appear on the screen. 

Left click and drag the toolbar to top Left click and drag the toolbar to top 
of the workbook.of the workbook.
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SIGNING  ON TO BWSIGNING  ON TO BW

You will be ready to begin running BW Reports You will be ready to begin running BW Reports 
after the SAP Business Explorer toolbar has after the SAP Business Explorer toolbar has 

been relocated to the top of the layout.been relocated to the top of the layout.
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

The SAP Business Explorer toolbar: The SAP Business Explorer toolbar: 

Click on Workbooks iconClick on Workbooks icon
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse ––
Folders Only and then scroll down toFolders Only and then scroll down to
Annual Cost Center Budgeting folderAnnual Cost Center Budgeting folder

Double click on Quarterly Worksheet Double click on Quarterly Worksheet 
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

In the Quarterly Worksheet:In the Quarterly Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar



DFA – Office of Budget
Carla Wooley, January 2003 17

Strategic Enterprise Management-
Business Planning and Simulation

BW REPORTING - ANNUAL
AASIS Training Guide

QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

Click “yes”               to refresh queries Click “yes”               to refresh queries 
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

Quarterly Worksheet Detail Variable Window:Quarterly Worksheet Detail Variable Window:
Fill in Fiscal YearFill in Fiscal Year
Fill in Business AreaFill in Business Area
Fill in Funds CenterFill in Funds Center
Fill in Commitment ItemFill in Commitment Item
Fill in BPS Version (1A or 3A)Fill in BPS Version (1A or 3A)
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon         or press F8 to execute the     Click the execute icon         or press F8 to execute the     
1st query1st query
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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QUARTERLY WORKSHEET REPORTQUARTERLY WORKSHEET REPORT

Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse –– Folders Only and   Folders Only and   
then scroll down to Annual Cost Center Budgetingthen scroll down to Annual Cost Center Budgeting
folderfolder

Double click on Commitment Item SummaryDouble click on Commitment Item Summary
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

In the Commitment Item Summary Worksheet:In the Commitment Item Summary Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

Commitment Item Summary Worksheet Variable Window:Commitment Item Summary Worksheet Variable Window:
Fill in BPS Version (1A or 3A)Fill in BPS Version (1A or 3A)
Fill in Fiscal YearFill in Fiscal Year
Fill in Business AreaFill in Business Area
Fill in Funds CenterFill in Funds Center
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon       or press F8 to execute the queryClick the execute icon       or press F8 to execute the query
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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COMMITMENT ITEM SUMMARYCOMMITMENT ITEM SUMMARY

Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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FUNDS CENTER TOTALS FUNDS CENTER TOTALS 
BY COST CENTERBY COST CENTER
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse –– Folders Only and   Folders Only and   
then scroll down to Annual Cost Center Budgetingthen scroll down to Annual Cost Center Budgeting
folderfolder

Double click on Funds Center Totals by Cost CenterDouble click on Funds Center Totals by Cost Center
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

In the Funds Center Totals by Cost Center Worksheet:In the Funds Center Totals by Cost Center Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar



DFA – Office of Budget
Carla Wooley, January 2003 34

Strategic Enterprise Management-
Business Planning and Simulation

BW REPORTING - ANNUAL
AASIS Training Guide

FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

Funds Center Totals by Cost Center Variable Window (continued):Funds Center Totals by Cost Center Variable Window (continued):
Fill in Cost Center or range of Cost Centers (This is OPTIONALFill in Cost Center or range of Cost Centers (This is OPTIONAL ––
If cost center is left blank, all Cost Centers will be seleIf cost center is left blank, all Cost Centers will be selected)cted)
Fill in BPS Version (1A or 3A)Fill in BPS Version (1A or 3A)
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon       or press F8 to execute the queryClick the execute icon       or press F8 to execute the query

Funds Center Totals by Cost Funds Center Totals by Cost 
Center Variable Window:Center Variable Window:

Fill in Fiscal YearFill in Fiscal Year
Fill in Business AreaFill in Business Area
Fill in Funds CenterFill in Funds Center
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

For more than one single value cost center:For more than one single value cost center:

Click the Multiple Selection arrowClick the Multiple Selection arrow
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

Click on the Single Vals tab Click on the Single Vals tab 

Enter the cost center numbersEnter the cost center numbers

Click the execute icon Click the execute icon 
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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FUNDS CENTER TOTALS BY COST CENTERFUNDS CENTER TOTALS BY COST CENTER

Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse –– Folders Only and   Folders Only and   
then scroll down to Annual Cost Center Budgetingthen scroll down to Annual Cost Center Budgeting
folderfolder

Double click on Funds Center WorksheetDouble click on Funds Center Worksheet
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

In the Funds Center Worksheet:In the Funds Center Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

Funds Center Worksheet Variable Window (continued):Funds Center Worksheet Variable Window (continued):
Fill in Fund (This is OPTIONAL Fill in Fund (This is OPTIONAL –– If fund is left blank, all fundsIf fund is left blank, all funds
for funds center will be selected)for funds center will be selected)
Fill in BPS Version (1A or 3A)Fill in BPS Version (1A or 3A)
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon       or press F8 to execute the queryClick the execute icon       or press F8 to execute the query

Funds Center  Worksheet Funds Center  Worksheet 
Variable Window:Variable Window:

Fill in Current Fiscal YearFill in Current Fiscal Year
Fill in Business AreaFill in Business Area
Fill in Funds CenterFill in Funds Center
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

For more than one single value fund:For more than one single value fund:

Click the Multiple Selection arrowClick the Multiple Selection arrow
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

Click on the Single Vals tab Click on the Single Vals tab 

Enter fundsEnter funds

Click the execute icon Click the execute icon 
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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FUNDS CENTER WORKSHEETFUNDS CENTER WORKSHEET

Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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SALARY PROJECTIONSALARY PROJECTION
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SALARY PROJECTIONSALARY PROJECTION

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse –– Folders Only and   Folders Only and   
then scroll down to Annual Position Budgeting then scroll down to Annual Position Budgeting 
folder folder 

Double click on Salary ProjectionDouble click on Salary Projection
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SALARY PROJECTIONSALARY PROJECTION

In the Salary Projection Worksheet:In the Salary Projection Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar
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SALARY PROJECTIONSALARY PROJECTION

Salary Projection Variable Window:Salary Projection Variable Window:
Fill in Fiscal YearFill in Fiscal Year
Fill in Business AreaFill in Business Area
Fill in BPS Version (1A or 3A)Fill in BPS Version (1A or 3A)
Fill in Cost Center or range of Cost Centers (This is OPTIONALFill in Cost Center or range of Cost Centers (This is OPTIONAL ––
If cost center is left blank, all Cost Centers will be seleIf cost center is left blank, all Cost Centers will be selected)cted)
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon       or press F8 to execute the queryClick the execute icon       or press F8 to execute the query
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SALARY PROJECTIONSALARY PROJECTION

For more than one single value cost center:For more than one single value cost center:

Click the Multiple Selection arrowClick the Multiple Selection arrow



DFA – Office of Budget
Carla Wooley, January 2003 56

Strategic Enterprise Management-
Business Planning and Simulation

BW REPORTING - ANNUAL
AASIS Training Guide

SALARY PROJECTIONSALARY PROJECTION

Click on the Single Vals tab Click on the Single Vals tab 

Enter the cost center numbersEnter the cost center numbers

Click the execute icon Click the execute icon 
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SALARY PROJECTIONSALARY PROJECTION

Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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SALARY PROJECTIONSALARY PROJECTION

DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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SALARY PROJECTIONSALARY PROJECTION

Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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SALARY PROJECTIONSALARY PROJECTION

Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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CAREER SERVICE PROJECTIONCAREER SERVICE PROJECTION
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CAREER SERVICE PROJECTIONCAREER SERVICE PROJECTION

The SAP BEx Open box will appear:  The SAP BEx Open box will appear:  

Locate Business Warehouse Locate Business Warehouse –– Folders Only and   Folders Only and   
then scroll down to Annual Position Budgeting then scroll down to Annual Position Budgeting 
folder folder 

Double click on Career Service ProjectionDouble click on Career Service Projection
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CAREER SERVICE PROJECTIONCAREER SERVICE PROJECTION

In the Career Service Projection Worksheet:In the Career Service Projection Worksheet:

Place cursor in cell “A1”Place cursor in cell “A1”

Click on the refresh icon       in the SAP Business  Click on the refresh icon       in the SAP Business  
Explorer toolbarExplorer toolbar
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CAREER SERVICE PROJECTIONCAREER SERVICE PROJECTION

Career Service Projection Variable Window:Career Service Projection Variable Window:
Fill in Fiscal YearFill in Fiscal Year
Fill in Business AreaFill in Business Area
Fill in Cost Center or range of Cost Centers (This is OPTIONALFill in Cost Center or range of Cost Centers (This is OPTIONAL --
If cost center is left blank, all Cost Centers will be seleIf cost center is left blank, all Cost Centers will be selected.)cted.)
Check query selections by clicking on scalesCheck query selections by clicking on scales
Click the execute icon       or press F8 to execute the queryClick the execute icon       or press F8 to execute the query
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CAREER SERVICE PROJECTIONCAREER SERVICE PROJECTION

For more than one single value cost center:For more than one single value cost center:

Click the Multiple Selection arrowClick the Multiple Selection arrow
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Click on the Single Vals tab Click on the Single Vals tab 

Enter the cost center numbersEnter the cost center numbers

Click the execute icon Click the execute icon 
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Report will be formatted to print on letter size Report will be formatted to print on letter size 
paper.  You can change the paper size by paper.  You can change the paper size by 

changing the setting in Page Setupchanging the setting in Page Setup
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DO NOT SAVE THIS REPORT USINGDO NOT SAVE THIS REPORT USING
THE  SAP TOOLBAR.  If you want to THE  SAP TOOLBAR.  If you want to 

save the report, do so using the Excelsave the report, do so using the Excel
toolbar and save to your computer.toolbar and save to your computer.
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Ready to run another report:Ready to run another report:

Close current report by clicking on Close current report by clicking on 
Click “No”   Click “No”   to save changesto save changes
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Ready to run another report:Ready to run another report:

Click on the Workbooks iconClick on the Workbooks icon
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